JS Portfolio/Asset Manager Job Description
Job Description 

Provide leadership, direction and support to property operations and leasing teams to facilitate the effective management of the assigned portfolio. Deliver superior customer service to tenants while maximizing the value of the portfolio. Collaborate with the SVP-Real Estate to develop the long-term strategy, annual business plans and operating budgets for the portfolio.
Required Duties

· Build and retain a high performing team through the recruiting, hiring, and training of all property operations employees
· Develop strategic relationships with key tenant decision-makers. Attend meetings with targeted customers to assess satisfaction and identify areas for service improvement and leasing opportunity
· Provide pre-acquisition input and assistance in due diligence process, including financial reviews, physical inspections and market assumptions

· Oversee, review and approve monthly/quarterly management reports; provide input to annual business plan/operating budget
· Conduct site visits, assessing the condition of the property, evaluating the onsite staff and marketing program, and tenant files;

· Direct the activities of third-party brokers and participate in the negotiation and administration of commercial leases and service contracts

· Approve bids for maintenance, repair work, capital expenditures, tenant improvements and coordinate vendor activities for contracted services
· Assist in the collection and resolution of rent and other tenant charges
· Review, approve, and process all accounts payable invoices or statements 

Requirements

Education: 
Bachelor's degree with concentration/major in Business Administration and/or Real Estate; with a preference for MBA or related advanced degree

Experience:  
7+ years of commercial real estate property management and leasing experience
Designations/Licenses:

Real estate broker/salesperson license preferred
RPA and/or CPM designation preferred
Required Skills
· Excellent written and verbal communication skills

· Strong organizational and time management skills and the ability to multi-task
· Strong attention to detail and accuracy

· Strong negotiation and analytical skills required
· Strong understanding of property accounting and reporting 

· Strong quantitative and technical/computer skills (including proficiency in Microsoft Excel); with a preference for Yardi Property Management software and Argus DCF 

· Experienced in construction management preferred but not required
· Non-traditional work hours and some travel may be required
